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postal facilities, and requests for dis-
cretionary alterations of postal facili-
ties not covered by the access stand-
ards, may be made to the local post-
master or to the manager of the facil-
ity involved.

(2) Response to customer request or com-
plaint for an alteration to a facility. If a
local official determines, in consulta-
tion with the district office as needed,
that modification to meet ABA stand-
ards is not required, discretionary al-
teration may be made on a case-by-
case basis in accordance with the cri-
teria listed in paragraph (a)(2) of this
section. If a discretionary alteration is
not made, the local official should de-
termine if the customer can be pro-
vided a special arrangement under
§ 255.2.

[50 FR 14102, Apr. 10, 1985, as amended at 62
FR 66997, Dec. 23, 1997]

§ 255.4 Other postal regulations; au-
thority of postal officials and em-
ployees.

This part 255 supplements all other
postal regulations. Nothing in this part
is intended either to repeal, modify, or
amend any other postal regulation, to
authorize any postal official or em-
ployee to violate or exceed any regu-
latory limit, or to confer any budg-
etary authority on any postal official
or employee outside normal budgetary
procedures. Officials or employees re-
ceiving complaints which they lack au-
thority to resolve must promptly refer
any such complaint to a higher-level or
more appropriate official or employee,
and at the same time must notify the
customer of the name of the person
who is handling the complaint.

PART 259—SERVICES PERFORMED
FOR OTHER AGENCIES

Sec.
259.1 Government.
259.2 Red Cross.

§ 259.1 Government.
(a) Policy. The Postal Service cooper-

ates with Federal Agencies whenever
the overall costs to Government will be
reduced. Assistance in a number of spe-
cial projects and programs is provided
when the knowledge and abilities of
postal employees are helpful.

(b) Reimbursement. The Postal Service
establishes reasonable fees and charges
for nonpostal services performed for
agencies of the Federal as well as State
governments. In establishing such fees
and charges, the Postal Service consid-
ers the value of time of the personnel
directly involved in the performance of
the service, including direct super-
vision and supporting functions, plus
the cost of materials and supplies spe-
cifically sold, used or consumed. Also
included is an element representing a
reasonable share of Postal Service gen-
eral overhead costs which are not at-
tributable or assignable specifically to
any product or service. The establish-
ment of such fees and charges shall be
reasonably consistent with the meth-
ods employed in establishing rates and
fees for postal services then in effect.

(c) Except as provided in paragraph
(d) of this section, arrangements for
Postal Service participation in special
surveys, censuses, and other activities
must be made between the national
headquarters of the requesting agen-
cies and the Customer Services Depart-
ment, U.S. Postal Service, Washington,
DC 20260. Refer all requests to the Re-
gional Postmaster General for forward-
ing to Headquarters. Authority to per-
form services for Government agencies
is announced in the Postal Bulletin or
by individual letters to the offices in-
volved.

(d) Housing Vacancy Surveys—(1) Gen-
eral. An interagency agreement be-
tween the U.S. Postal Service (USPS)
and the Federal Home Loan Bank
Board (FHLBB) establishes the terms
and conditions and reimbursement
rates under which USPS will conduct
Housing Vacancy Surveys in City De-
livery offices when requested by
FHLBB.

(2) Restrictions. The Agreement only
authorizes the disclosure of aggregate
statistical data. Postal managers must
not permit the name or address of any
past or present postal patron, or any
other person to be disclosed unless
such disclosure is authorized in writing
by USPS Regions or Headquarters and
is not in violation of 39 U.S.C. 412.

(3) Postmaster’s Responsibility. (i) A
postmaster will receive notification
from FHLBB when his office has been
selected to conduct a Housing Vacancy
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Survey. Normally, written notification
will be mailed to the postmaster 30
days in advance of the date FHLBB
would like USPS to conduct the sur-
vey, since USPS is under no obligation
to use overtime or auxiliary assistance
to conduct these surveys. The post-
master or his designee will schedule
the survey on or near the date re-
quested and will promptly reply to
FHLBB so that the necessary forms
will be provided on time.

(ii) All necessary forms and instruc-
tions will be supplied directly to each
post office to be surveyed. Postmasters
will designate a manager in each deliv-
ery unit to coordinate the survey with-
in the unit and to review completed
survey forms for accuracy.

(iii) FHLBB may request USPS to
perform special or emergency surveys
with less than 30 days advance notice.
Since FHLBB has agreed to reimburse
USPS at twice the normal rates for
promptly performing such surveys,
every reasonable effort should be made
to accommodate such requests in a
timely manner.

(iv) Housing Vacancy Surveys will
not be conducted during the month of
December of any year.

(v) Postmasters will notify the Office
of Delivery and Collection, Washing-
ton, DC 20260, of the number of each
type survey form completed for
FHLBB. FHLBB will then remit pay-
ment directly to Headquarters, USPS.

(vi) USPS will not release or publish
any survey results except in response
to a court order, subpoena, or as re-
quired by the Freedom of Information
Act.

(e) Unauthorized projects prohibited.
Do not conduct special surveys or oth-
erwise participate in any cooperative
projects without the authorization in
paragraph (c) of this section.

(39 U.S.C. 401, 411)

[36 FR 4773, Mar. 12, 1971, as amended at 40
FR 26511, June 24, 1975; 41 FR 56196, Dec. 27,
1976; 42 FR 58170, Nov. 8, 1977; 42 FR 63170,
Dec. 15, 1977]

§ 259.2 Red Cross.
(a) General. The Postal Service and

the Red Cross cooperate to maintain
communication between the individual
and the community during times of

disaster. This applies only to natural
disasters such as those caused by
floods, tornados, hurricanes, earth-
quakes, fires, explosions, etc., and not
to those caused by enemy action.

(b) Role of Postal Service. The Postal
Service and the Red Cross will share
information on the whereabouts of per-
sons displaced by disasters, and other-
wise cooperate with each other, as fol-
lows:

(1) The Red Cross will use Form 3575,
Change of Address Order, as a standard
item in Red Cross disaster relief. It will
urge disaster victims displaced from
their homes to obtain and complete the
forms, it will distribute the forms to
disaster victims who need them, and it
will collect from the victims and turn
over to the Postal Service any com-
pleted forms received.

(2) The Postal Service will provide
the Red Cross the blank forms needed.

(3) During each disaster and subse-
quent disaster relief efforts, the Postal
Service will establish a separate file of
change of address forms completed by
disaster victims, and will make avail-
able to the Red Cross information in
the file. This information will be used
by the Red Cross only to locate individ-
uals and families, to answer inquiries
from relatives and friends concerning
the whereabouts and welfare of the dis-
aster victims, or to make contact with
disaster victims who have applied for
assistance from the Red Cross but who
cannot be located because of a change
of address.

(4) The Postal Service and the Red
Cross will encourage appropriate local
postal officials and Red Cross chapters
to maintain contact with each other
and to participate in local and commu-
nity planning for disasters.

(5) When appropriate, the Postal
Service and the Red Cross will meet
and exchange information at the na-
tional headquarters level concerning
the effectiveness of their joint efforts
for disaster relief.

(6) Regional Postmasters General and
Postal Inspectors in Charge are respon-
sible for seeing that post offices imple-
ment these cooperative arrangements
in disaster situations.

(7) The instructions in § 259.2 serve as
a broad framework within which field
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officials of both agencies may coordi-
nate their facilities and resources.
However, postal officials shall cooper-
ate with Red Cross officials to the max-
imum feasible degree during times of
natural disasters.

(39 U.S.C. 401, 411)

[36 FR 4773, Mar. 12, 1971, as amended at 40
FR 26511, June 24, 1975]

Records and Information

PART 261—RECORDS AND
INFORMATION MANAGEMENT

Sec.
261.1 Purpose and scope.
261.2 Authority.
261.3 Policy.
261.4 Responsibility.

AUTHORITY: 39 U.S.C. 401.

§ 261.1 Purpose and scope.
As a result of the Postal Reorganiza-

tion Act, 39 U.S.C. 410, the U.S. Postal
Service is no longer subject to the pro-
visions of the Federal Records Act of
1950, or any of its supporting regula-
tions which provide for the conduct of
records management in Federal agen-
cies. The objective of Parts 261 through
268 is to provide the basis for a Postal
Service-wide records and information
management program affecting all or-
ganizational components having the
custody of any form of information and
records.

[40 FR 45721, Oct. 2, 1975; 40 FR 48511, Oct. 16,
1975]

§ 261.2 Authority.
(a) 39 U.S.C. 401(5) states that the

Postal Service has the power to acquire
property it deems necessary or conven-
ient in the transaction of its business
and to hold, maintain, sell, lease or
otherwise dispose of such property.

(b) 39 CFR 224.1(f) assigns to the
Postal Service Records Office, located
under Finance responsibility for the re-
tention security and privacy of Postal
Service records and the power to au-
thorize the disclosure of such records
and to order their disposal by destruc-
tion or transfer. Included is the author-
ity to issue records management policy
and to delegate or take appropriate ac-

tion if that policy is not adhered to or
if questions of interpretation of proce-
dure arise.

[40 FR 45721, Oct. 2, 1975, as amended at 44 FR
51223, Aug. 31, 1979; 60 FR 57344, Nov. 15, 1995]

§ 261.3 Policy.

It is the policy of the Postal Service:
(a) To, as appropriate, create, pre-

serve, protect and disclose records
which contain adequate and proper
documentation of the organization,
functions, policies, decisions, oper-
ations, procedures, activities and
transactions of the Postal Service,

(b) To reduce to an absolute mini-
mum the records holdings of the Postal
Service by strict adherence to estab-
lished records retention schedules.

[40 FR 45721, Oct. 2, 1975, as amended at 44 FR
51223, Aug. 31, 1979]

§ 261.4 Responsibility.

(a) The Manager, Payroll Accounting
and Records, administers the Postal
Service records and information man-
agement program through a Head-
quarters organizational component and
records office coordinators in the fi-
nance function of area and district of-
fices.

(b) Postal Service managers are re-
sponsible for administering records and
information management policies and
for complying with all handbooks, di-
rectives, and instructions in support of
this policy.

[40 FR 45721, Oct. 2, 1975, as amended at 44 FR
51223, Aug. 31, 1979; 60 FR 57344, Nov. 15, 1995]

PART 262—RECORDS AND INFOR-
MATION MANAGEMENT DEFINI-
TIONS

Sec.
262.1 Purpose and scope.
262.2 Officials.
262.3 Information.
262.4 Records.
262.5 Systems (Privacy).
262.6 Retention and disposal.
262.7 Non-records.

AUTHORITY: 5 U.S.C. 552, 552a; 39 U.S.C. 401.

SOURCE: 49 FR 30693, Aug. 1, 1984, unless
otherwise noted.
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